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Access to Information and Privacy (ATIP) 


Annual report 
to Parliament 


Purpose 


ATIP combined 
administration 


Report format 


Section 72 of both the Access to Information Act (AIA) and the Privacy Act 
requires that the head of every Government institution prepare and submit to 
Parliament an annual report on the administration of the Acts within the 
institution during each financial year. This is the sixteenth Annual Report to 
Parliament on administering the Acts in the Department of National Defence 
(DND) and the Canadian Forces (CF). 


The purpose of this annual report is to describe how the Department 
administered Access to Information and Privacy activities and fulfilled its 
responsibilities in relation to the Acts during the period from April 1, 1998 to 
March 31, 1999. 


One coordinator administers both Access to Information and Privacy 
activities within the Department of National Defence (DND). 


Parts 1 and 2 of this report contain information that applies to both Access to 
Information and Privacy issues, as there is significant overlap between the 
two processes. Issues specific to administering the Access to Information Act 
and the Privacy Act are reported in Parts 3 and 4 respectively. 


Format 
This annual report has been prepared using the Information Mapping® 
methodology. 


Continued on next page 


Access to Information and privacy, continued 


Acronyms 


This is an alphabetical list of acronyms used in this report. 


AIA: Access to Information Act 

ATIP: Access to Information and Privacy 

or. Canadian Forces 

DAIP: Director or Directorate of Access to Information and Privacy 
DAOD: Defence Administrative Order and Directive 

DSCDS: Defence Subject Classification & Disposition System 

DND: _ Department of National Defence 

ri: Fiscal year 

NDHQ: National Defence Headquarters 
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Part 1 
ATIP and DND Organization 


Overview 


Proclamation The Government proclaimed the Access to Information Act (AIA) and the 
Privacy Act as in force on July 1, 1983. 


Purpose of AIA The purpose of the Access to Information Act is to afford Canadian citizens, 
permanent residents, and any person present in Canada the right to access 
information contained in Government records, subject to certain specific and 
limited exemptions. 


Dual purpose of The two-fold purpose of the Privacy Act is to: 


the Privacy Act 
e extend to individuals the right of access to information about themselves 
held by the Government, subject to specific and limited exemptions; and 
® protect the individual’s privacy by preventing others from having access 
to their personal information and by affording individuals substantial 
control over how that information is collected, used and disclosed. 
Formal In addition to establishing rights of access to Government information, both 
requests for Acts provide for a formal request mechanism that individuals may use to 


rights of access exercise those rights. These mechanisms include: 


e time limits and other response obligations for the institutions holding the 


information; and 
e the procedure for lodging a complaint if an individual is not satisfied with 
how the institution handled a formal request. 


Continued on next page 


Overview, continued 


Granting 
informal access 


Importance of 
informal access 


The statutes, regulations, and Treasury Board (TB) guidelines clearly 
encourage institutions to afford individuals access to information to which 
they are entitled without having to resort to the formal procedures provided 
for in the legislation, which is intended to complement, not replace, existing 
procedures for obtaining government information. 


Extensive use of informal access is recognized by the Department of National 
Defence as an effective and simplified way to further the principles of open 
government on which ATIP legislation is based. 


Departmental mandate 


Minister’s The Minister of National Defence is responsible for controlling and managing 
responsibility the Department, which includes the Canadian Forces, and for all matters 
relating to national defence. 


Mission of the The mission of the Department of National Defence and the Canadian Forces 
DND and the is to defend Canada and Canadian interests and values while contributing to 


Canadian international peace and security. 
Forces 


Defence White The 1994 Defence White Paper for DND/CF confirmed the requirement to 

Paper maintain multipurpose, combat-capable sea, land, and air forces to protect 
Canadians and project their interests and values abroad. The Department will 
remain focused on its personnel, placing strong emphasis on Quality of Life 
issues and ensure that personnel receive the proper training and equipment to 
enable them to carry out operational missions without unnecessary risk. 


Departmental organization 


Military and The Department’s unique personnel structure is made up of two separate 
civilian components - one military and one civilian. This table depicts the number of 
components personnel in each component, as of March 31, 1999. 


Departmental Personnel Figures by Component 


Military members 
ek Re 


Chain of National Defence Headquarters (NDHQ) in Ottawa provides broad direction 

command for administration and operations, with specific execution being assigned to 
the various commands and regions of the Canadian Forces located across the 
country. CF regular and reserve-force personnel live, train, and work in every 
province and territory of Canada, as well as at bases, stations, and operational 
missions around the world. 


DND organization chart 


Organization The following diagram shows the organization of National Defence as of 
chart March 31, 1999, 
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DND/CF organization supporting ATIP 


Departmental 
ATIP Co- 
ordinator 


Designation 
Order 


DAIP’s 


mandate 


Organization 
across DND/CF 


At DND, the Director of Access to Information and Privacy (DAIP) 
administers and co-ordinates the Access to Information Act and the Privacy 
Act. The DAIP organization comes under the authority of the Assistant 
Deputy Minister Finance and Corporate Services. 


The departmental designation order for Access to Information and Privacy 
reads as follows: 


“The Minister of National Defence, pursuant to Section 73 of the Access to 
Information Act and Privacy Act, hereby designates the person holding 
the position of Director Access to Information and Privacy to exercise the 
powers and functions of the Minister as the Head of the Department of 
National Defence and the Canadian Forces under the Acts.” 


The mandate of DAIP is to act on behalf of the Minister of National Defence 

in enforcing compliance with legislation, regulations, and government policy 
and create departmental directions, including standards, in all matters relating 
to the Access to Information Act and the Privacy Act. 


Within each command headquarters, base, station, and unit, there is a 
designated senior staff officer who is responsible for the ATIP function and 
for administering the Acts locally. 


The national ATIP coordinator is responsible for ensuring that these officers 
have the necessary regulations, guidelines, and relevant publications. 


Organization at At NDHQ, the ATIP organization consists primarily of the Directorate of 


NDHQ 


Access to Information and Privacy. Specialists from other NDHQ 
organizations provide expertise as required in legal, public affairs, and policy 
matters to support the ATIP function. 


Continued on next page 


DND/CF organization supporting ATIP, continued 


DAIP 
organization 


The ATIP organization at National Defence employs forty civilian and 
military personnel. Throughout the year, various contract personnel were also 
hired by the DAIP directorate to work on reducing the backlog of unanswered 
requests. 


The organization structure, which was fully implemented by April 1, 1998, is 
based on recommendations which were made in the 1997 Information 
Commissioner’s report called “Delay at the Department of National Defence: 
A Review of Practices and Procedures Under the Access to Information Act’. 
The DAIP directorate is divided into teams who are responsible for 
processing both Access and Privacy requests to enable more efficient 
processing of requests and thus improve compliance with ATIP requirements. 


Integrated ATIP teams 

The Department developed the team concept to provide the organizational 
flexibility and functional interoperability needed to permit optimum and rapid 
adjustments to changes in workload. Each team is responsible for processing 
both AIA and privacy requests. DAIP’s first ATIP portfolio team began 
operating on May 1, 1997. Using the lessons learned from this and other 
trials, DND instituted the remaining teams by March 31, 1998. 


ATIP request control desk 
An amalgamated control desk, responsible for receiving and dispatching all 
ATIP requests, began operating on May 1, 1997. 


Policy and training section 

The Department established the policy and training section to ensure that 
ATIP training and sensitization activities are conducted as an integral 
component of departmental compliance with ATIP legislation. The section’s 
mandate also includes ensuring that ATIP-related policies are kept current, 
and liaising with frequent requesters to discuss their information needs and to 
arrange for informal access whenever possible. 
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DND/CF policies 


DND/CF 
manuals and 
publications 


NDHQ 
instructions 


Defence 
Subject 
Classification 
& Disposition 
System 


The following documents give instructions for handling DND/CF records and 
personal information: 


Queen’s Regulations and Orders for the Canadian Forces; 

Canadian Forces Administrative Orders; 

Civilian Personnel Administrative Orders; 

Departmental Administrative Orders and Directives; and 
publications concerning pay procedures and personnel management 
information systems. 


All of these orders and publications are available to individual members and 
employees. Electronic versions of this material are also available on-line 
through the Defence Information Network. 


The NDHQ instructions described in previous annual reports remain in effect, 
and reflect Treasury Board regulations on how to administer the AIA and the 
Privacy Act. 


DND recognizes the importance of policies and practices concerning 
departmental information holdings, as they are an important factor in the 
administration of AIA. Efforts in this area have included: 


e A continued working relationship with the National Archives of Canada. 


DND continues to work with the National Archives of Canada to ensure 
better compliance with the National Archives of Canada Act and related 
policies on managing Government information holdings. This includes 
engaging Archives’ staff to work exclusively on DND-related disposition 
issues. 


e Communication of policies and directives. DND has completed work on 
the Defence Subject Classification & Disposition System (DSCDS), 


which automates and integrates the principal tools and manuals that the 
Department uses to organize, classify and dispose of its information 
holdings. The DSCDS has been approved in principle by National 
Archives of Canada, and its approval as the official DND/CF Information 
Holdings Disposition Authority is anticipated early in 1999-00. 


Continued on next page 


DND/CF policies, continued 


Public affairs 
and CF 
operations 


InfoSource 


The safety of CF personnel and the integrity of military operations are 
fundamental concerns underlying everything that the Canadian Forces does 
on behalf of Canadians. 


For this reason, the principles of openness and transparency should be 
balanced against the principle of operational security during CF operations. 
In respecting the principle of operational security, no public-affairs activity 
should undermine: 


e the safety of personnel involved in a CF operation; or 
e the likely success of a CF operation or activity. 


The principle of operational security may place limits on the CF’s ability to 
live up to demands for complete openness. However, CF members and DND 
employees should make every effort to be as open and transparent as possible 
within the law when informing the public about CF activities during military 
operations. 


All program records and personal data banks that DND maintains are detailed 
in the publication InfoSource, as required by ATIP legislation (Privacy Act, 
section 11, and AJA, section 5). 
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Overview 


Strengthening 
of initiatives 
supporting 
ATIP 
administration 


Increased 
resources 


Part 2 
Highlights and Trends 


The fiscal year 1998-99, was characterized by the strengthening of many 
initiatives which were already implemented in order to improve the 
Department’s efficiency in processing ATIP requests. The Department 
continued to ensure that changes in how it administers ATIP within DND/CF 
were meaningful and sustainable, while remaining cost-effective and efficient. 
Although DND continues to face difficulties and challenges, the Department 
has made improving the way it administers ATIP a steadfast and top priority 
since 1995. 


Since fiscal year 1995-96, the Department has steadily increased its 
expenditure level for personnel costs in the DAIP organization. During FY 
98-99, DAIP personnel resource expenditures were increased by 26 percent 
from the previous fiscal year. 


1997-1998 Annual Report — Information Commissioner of 
Canada 


Introduction During 1997-98 the Information Commissioner conducted an audit of the 
Department to determine the cause of delays in meeting required ATIP 
deadlines. The audit resulted in changes being made in a number of areas to 
improve the Department’s compliance with the standards set out in the Access 
to Information and Privacy Acts. The Annual Report by the Information 
Commissioner mentioned a number of the initiatives which were to be 
implemented by the Department of National Defence to improve its situation 
regarding the problem of delay. Progress on each initiative is noted below. 


Training and DAIP developed a training, education and sensitization program designed to 
sensitization educate Departmental personnel on the many aspects of the Department’s 
activities obligations under the Access to Information Act and the Privacy Act. In the 


interest of improving response time for processing requests, the primary target 
audience for this training was individuals who are involved in the actual 
processing of requests. During the fiscal year 1998-99, DAIP staff delivered 
briefings and sensitization training to 1,085 departmental personnel. This is a 
35 percent increase over the training activities that took place during the 
previous fiscal year. 


DND now includes access and privacy training in its Officer Professional 
Development Program training program. All junior officers must complete 
this program before they can be promoted to the rank of major. 


Working group A working group, charged with taking the necessary steps to bring the 
Department into compliance with required response times, was formed in 
order to improve the situation of delay in responding to ATIP requests. The 
group is chaired by the Assistant Deputy Minister (Finance and Corporate 
Services), and includes representatives from the offices of the Deputy 
Minister, Chief of the Defence Staff, Parliamentary Affairs, Director General 
Public Affairs, and the departmental official charged with liaison with the 
Minister’s Office. This working group meets twice weekly and brings 
together all the necessary players required for the approval process, with the 
objective of streamlining the previous lengthy process. 


Continued on next page 


1997-1998 Annual Report — Information Commissioner of 
Canada, continued 


Informal access 


Backlog 
reduction 


The Department recognizes the importance of disseminating information 
informally in a timely and proactive manner in order to increase its openness 
and transparency. The Reading Room has become an important vehicle that 
enables the public to gain informal access to departmental records. Records 
are now made publicly available ten working days after the Departmental 
ATIP Coordinator’s written notification to the applicant that access to the 
records has been granted. 


This year has seen a marked increase in the number of requests that were 
treated informally. It was anticipated that this increase would be 
accompanied by a corresponding decrease in the number of formal requests 
processed. This has not been the case. The number of formal Access to 
Information requests received by the ATIP directorate increased significantly 
during 1998-99. A more complete analysis can be found in Parts 3 and 4 of 
this report in the sections titled “Trends in Requests”. 


In 1998-99, there was a 26 percent increase in the personnel resources 
assigned to the ATIP directorate at National Defence. It was hoped that these 
additional resources would enable the department to reduce its backlog of 
unanswered requests by 50 percent by the end of the fiscal year. 


The assignment of supplementary resources to the ATIP directorate was 
accompanied by an increase in the number and complexity of ATI requests 
received by the Department of National Defence. While the number of 
Privacy requests during the year actually decreased, largely attributable to the 
increase in initiatives to promote informal access, the number of pages of 
records released to individuals actually increased. 


Although the Department did not achieve the objective set out, some 
improvement was made. Efforts will continue in this area. 


Continued on next page 


1997-1998 Annual Report — Information Commissioner of 
Canada, continued 


Statistical 
reporting 


Needs of 
requesters 


The Access to Information Activity Report is a detailed report indicating new 
requests completed during the reporting week or about to be released, and 
requests at the various stages of processing. This weekly report is sent to the 
Deputy Minister, the Chief of the Defence Staff, and all NDHQ Group 
Principals and Environmental Chiefs. The report is a key measure of the 
Department’s compliance with the Act as it indicates where processing delays 
are occurring. Senior managers regularly intervene within their organizations 
to speed up the processing of outstanding cases. 


On April 1, 1998 the DAIP organization established a policy and training 
section to ensure that ATIP training and sensitization activities are conducted 
as an integral component of departmental compliance with ATIP legislation. 
The section’s mandate also includes ensuring ATIP-related policies are kept 
current, and liasing with frequent requesters to discuss their information needs 
and to arrange for informal access whenever possible. 
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Institutionalizing the changes 


Business 
planning 


Policies and 
procedures 


ATIP on the 
DND Web site 


Support by 
Senior 
Management 


DAIP will continue to place emphasis on initiatives that will improve its 
compliance with Access to Information and Privacy legislation. During the 
fiscal year 99-00, emphasis will be placed on advancing a number of 
initiatives that are already in place to automate the processing of Access to 
Information and Privacy requests. These initiatives will enable requests to be 
processed electronically and will significantly improve the turnaround time 
for the processing of requests. This will result in increased production, fewer 
delays and better overall compliance with ATIP legislation. In addition, 
initiatives already in place to enable informal access to information will be 
advanced in order to ensure maximum support to the principles of open 
government on which the ATIP legislation is based. 


DND has sought to be proactive by formally announcing policy guidance on 
issues that are relevant to ATIP administration. Two examples include the 
policies on: 


e fee waivers; and 
e the public availability of records released under the AJA 10 days after the 


applicant is given access to them. 


As of 31 March 1999, the DND Internet site listed the summaries of 1,400 
completed requests, representing more than 297,000 pages of released 
records. These summaries are also available to the public in electronic form 
at the two Reading Rooms in the National Capital Region. The Web site also 
includes DND’s Annual ATIP Reports to Parliament for 1996-97 and 
1997-98. 


During the reporting period, support by the senior management of the 
Department has been evident. In November of 1998, the Deputy Minister and 
the Chief of the Defence Staff jointly issued a reminder to departmental 
personnel emphasizing the importance of respecting all provisions of the 
Access to Information Act. 


Informal access 


Encouraging 
trends 


DND/CF 
Reading Room 


Volunteering 
information 


The number of informal requests has increased significantly. Detailed 
reporting under AIA and the Privacy Act is provided in Parts 3 and 4 of this 
report. 


The Reading Room is an important venue that enables the public to access 
departmental records informally. The Department has made electronic 
versions of all courts martial transcripts since 1993 available in the Reading 
Room. 


Statistics 
The table below reflects Reading Room usage statistics for 1998-1999. 


Total number of requests 
Formal Informal 
fe rr peel 421 109,260 79,080 


More and more, DND is voluntarily releasing information through its Web 
site. For example, the Chief Review Services now posts completed audit 
reports on the DND Web site. These reports, previously the subject of 
numerous AJA requests, no longer need to be obtained formally through the 
Act. 
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New initiatives 


InfoSource All program records and personal data banks that DND maintains are detailed 
in the publication /nfoSource, as required by ATIP legislation (Privacy Act, 
section 11, and AIA, section 5). 


In order to provide service of the highest standard to requesters and other 
clients, DAIP has developed an official publication DND Personal 
Information Bank Reference Manual A-DS-007-000/JD-001. This reference 
manual has been produced to augment the Treasury Board (TB) manual called 
InfoSource. 


Purpose 

The DND Personal Information Bank Reference Manual enables users to 
acquaint themselves quickly and easily with DND’s personal information 
holdings. It assists the user in determining which agency to contact to inquire 
about personal information and is likely to be the first and only step required 
to locate the source of such information. 


Distribution 

This edition of the DND Personal Information Bank Reference Manual has 
been distributed electronically to all CF units through the Internet and as 
paper copies through the Canadian Forces Publication Depot to all Access 
Point Officers and CF libraries. 


Departmental In October 1998, the Department published an instruction order as a Defence 


directive on Administrative Order and Directive (DAOD) concerning Informal Access to 
Informal Personal Information. This DAOD was issued under the authority of the 
Access to Assistant Deputy Minister Finance and Corporate Services and applies to 
Personal members of the Canadian Forces and employees of DND. The directive 
Information 


outlines the steps which serving or former DND employees and members of 
the Canadian Forces can take in order to gain access to personal information 
which is contained in Departmental Personal Information Banks. DAODs are 
made widely available to all departmental personnel via the DND Intranet. 
The publishing of this DAOD will no doubt prove to be an important factor in 
the reduction of the number of formal requests for personal information that 
the Department receives by increasing the usage of the informal access 
process within the Department. The Department had already realized a 
significant reduction in the number of formal requests made under the Privacy 
Act from approximately 12,669 in 1997-98 to 9,031 in 1998-99. 


Continued on next page 
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New initiatives, continued 


ATIP tracking 
system 


Consulting and 
Audit Canada 


Early during the fiscal year 1999-2000, the DAIP directorate will initiate the 
purchase of a new software package, specifically designed to provide 
government departments with electronic management of ATIP requests, 
resources and records. The product will need to be Year 2000 compliant, to 
standardize case management workflow, maximize the productivity of 
internal resources and provide powerful computerized records management 
functions. The software will enable DAIP to easily assign requests, retrieve 
required documents throughout the department, generate automated 
correspondence, as well as consolidate notes, telephone calls, and actions 
taken into a single case file for easy and efficient search and retrieval. This 
new software will enable the DAIP organization to realize increased 
efficiency and fewer delays. 


In March 1999, Consulting and Audit Canada was engaged to carry out a 
review of the DND ATI process. The mandate of the review, as requested by 
ADM(Fin CS), is to examine the implementation of the changes 
recommended in the 1997 Information Commissioner’s Report called “Delay 
at the Department of National Defence: A Review of the Practices and 
Procedures Under the Access to Information Act’. It is anticipated that this 
evaluation by an outside agency could yield some useful results that would 
enable the Department to further improve the way it administers the Access to 
Information Act. 
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Part 3 


Access to Information Act 


Trends in requests 


Volume 


Complexity and 
subjects of 
interest 


Fiscal year 98-99 saw a record number of formal and informal AIA requests 
made of DND. 1,031 formal and 422 informal AIA requests were received 
during the period being reported on. The actual number of pages released by 
DND to individual AIA applicants was adopted during FY 98-99 as a baseline 
workload indicator as simple year-end gross totals are not always reflective of 
increased workload. Common to all steps of the AIA process, from retrieval, 
to review, to release, this data element has confirmed with considerable 
precision that the AIA workload at DND has increased substantially from the 
last fiscal year to present. The combined total of formal and informal AIA 
requests increased by 47% (from 991 in FY 97-98 to 1,453 in FY 98-99). 
However, the number of pages actually released to applicants has risen by 
110% over the same period (from 134,799 in FY 97-98 to 282,476 in FY 98- 
99). 


During the reporting period, the complexity of the requests remained high, 
and defence issues continued to generate a good deal of interest. Applicants 
submitted requests that were broad in scope and covered a wide range of 
topics. During 1998-99, requesters most frequently requested records relating 
to the following topics: 


e issues related to the equipment used by the Canadian Forces; 

e various law enforcement and investigative reports; and 

e circumstances considered in the deployment of Canadian Forces members 
on operational missions. 
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Informal access 


Introduction 


Statistics 


DND fully accepts the importance of informal access. The Department 
recognizes that using informal routes to allow individuals to obtain 
information is key to allowing the Department to use its ATIP resources more 
efficiently. The statistics provided below indicate that the Department’s 
efforts to encourage informal access have met with a measure of success. 


The following table shows DND’ s significant progress in promoting the use 
of informal access within the Department. 


Formal requests | Informal requests % of total 
received received requests 
represented by 
informal requests 


Note: These figures do not reflect the extent to which individuals use the two ATI 
Reading Rooms in the National Capital Region to view material already released 
under the AIA. 
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Government Gouvernement REPORT ON THE ACCESS TO INFORMATION ACT 
BH occsnac™ ai Canada RAPPORT CONCERNANT LA LO! SUR L'ACCES A L'INFORMATON 


Reporting period / Période visée par le rapport 
1 Apr 98 - 31 Mar 99 
Media / Médias Academia / Secteur universitatire Business / Secteur commeraai Organization / Organisme Public 
I77 120 141 83 410 
Demandes en vertu de la Loi sur I‘accés a |‘Information 


Dispositon of requests completed / 

Disposition a I’égard des demandes traitées 
Recerved during reporting period / 1,031 All disclosed / 192 Unable to process / 
Reques pendamt la période visée par ie rapport Communication totale Traitement impossidie zz 
Outstanding from previous penod / 2 Disclosed in part / re Abandoned by appiicant / 
En suspens depuis la période antérieure Communication partielle Abandon de la demande 

1,276 Nothing disclosed (excuded) / Treated informaity / 
Aucune communication (exclusion) Traitement non officel 


Completed during reporting period / Nothing disclosed (exempt) / TOTAL 
Traitées pendant la période visées par le rapport Aucune communication (exemption) 
Carried forward / 391 Transferred / 


Wt Exempdons invoked / 


Requests under the Access to information Act/ 


30 days or under / 

30 jours ou mains 

31 to 60 days / 

De 31 a 60 jours 

61 to 120 days / 220 
De 61 2 120 jours 

121 days or over / 

121 jours ou plus 


days or over / Translations requested / 
31 jours ou plus Traductions demandées 
/ 


English to French / 
Oe fangiais au francais 
French to Engiish / 
Du francais a l'anglais 


Transiations 
prepared 

Traductions 
préparées 


Salary / 
Traitement 


Administration (O and M) / 
Administration (fonctionnement et maintien) 
oS oe 


Person year utilization (ail reasons) / 
Années-personnes 


utilisées (raison) 


| Person year (deamal format) / 
Années-personnes (nombre décimal) 


Part 4 
Privacy Act 


Trends in requests 


Volume 


Complexity 


Informal access 
policy 


The number of formal Privacy Act requests received in DND decreased by 
3,638 during fiscal year 98-99 to a low of 9,031. This represents a 28.7% 
drop from the 12,669 requests received during fiscal year 97-98. Without the 
benefit of a means to positively confirm the reason for this decrease, much 
appears to be attributable to the implementation of the informal access policy 
described below. As with the analysis of AIA workload, a measurement was 
established based on ‘pages released to applicant’ for Privacy cases responded 
to during the past fiscal year. Although the overall number of Privacy 
requests had decreased significantly, the number of pages of documentation 
physically released to individual privacy applicants actually increased by 61 
percent from 563,598 in fiscal year 97-98 to 907,935 during fiscal year 98-99. 


As was observed in last year’s Annual Report, the number of requests 
continues to decline while the complexity of requests increases. Specifically, 
an increase has been noted in the complexity of harassment, grievance, and 
military police investigation case files requested under the Privacy Act. It is 
expected that requests for these types of records will keep pace with the rate 
at which they are compiled given the administrative and disciplinary 
consequences associated with these cases. 


During 1998-99, the Department published an instruction order concerning 
informal access to personal information. This instruction provides serving 
and former members of the Canadian Forces and employees of the 
Department of National Defence with an efficient administrative process for 
gaining informal access to personal information to which they are entitled 
under the Privacy Act. This instruction has been made widely available to 
departmental personnel and will play an important role in increasing usage of 
the informal access process within the Department. 


Continued on next page 
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Trends in requests, continued 


Key policy The key policy objectives include: 
objectives 
e Providing specific types of frequently requested personal information 
directly to individuals at the local level without requiring them to request 
such information formally under the provisions of the Privacy Act. 


e Favouring on-site review of information instead of automatically 
furnishing copies where the individual does not require copies. 
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ll ccaate cies REPORT ON THE PRIVACY ACT 


of Canada du Canada 
RAPPORT CONCERNANT LA LOI SUR LA PROTECTION 
DES RENSEIGNEMENTS PERSONNELS 


— Reporting penod / Pénode visée par le rapport 
OND 1 Apr 98 - 31 Mar 99 


Requests under the Privacy Act/ Ws Exclusions cited / 
Demandes en vertu de Ja Loi sur la protection . Exclusions cithes 
des renseignements personnels 


Recerved dunng reporting period / 

Reques pendant la période visée par le rapport 
Outstanding from previous period / 4,388 
En suspens depuis la période antérieure 
Completed during reporting period / 
Traitées pendant la période visées par le rapport 

Carried forward / 3,225 
Reportées 


Ss. 
Art. 61a) 
b) 


30 days or under / 
30 jours ou mains 
31 to 60 days / 

De 31 4 60 jours 


61 to 120 days / 
De 61 a 120 jours 


1X Corrections and notation / 
Corrections et mention 


Codts 
Financial (all reasons) / 
Financiers (raisons) 


Salary / $ 1,025,636 
Trai 
i Administration (O and M) / $ 351,223 
: Administration 
a (fonctionnemem et maintien) 
Transiation / TOTAL $ 1,376,859 
Traduction 


Person year utilization ( 
Années-personnes utilisées (raisons) 


Person year (decimal format) / Ms 
Années-personnes (nombre 
décimal 
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| xe 2 
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